
Vendor Processing Overview

• Vendor Table Maintenance

•Agency Responsibility
•New vendors (including banking information)( g g )
•New locations
•New addresses

•Central Responsibilities
•Review and Approve Vendors
C t Hi t d•Correct History, and 

•Vendor Modifications 



Vendor Processing Overview

- How to enter a withholding vendorHow to enter a withholding vendor

• Menu Path
• Vendors>Vendor Information>Add/Update>Vendor>Add a New Value   



Vendor Processing Overview

1. Acquire a completed W-9     
form from the vendorform from the vendor.

2. Part 1 should show what 
type of vendor they are and 
have the required tax 
number.

3. Part 2 deals with whether a 
vendor is a 1099 reportable 
vendor or not.  If the box is
not checked, you will need 
to set the vendor up asto set the vendor up as 
withholding.

4. Part 3 needs to be 
completely filled out.

5. This form can be found at 
http://da.ks.gov/ar/forms/w9
KSf.pdf.



Vendor Processing Overview

-Identifying 
Information Set up

Choose classification; 
most SOK vendors are 
Suppliers

Add Vendor Short Name 
and Vendor Name 1 in 
ALL CAPS

Status should 
show unapproved

Withholding box 
should be checked



Vendor Processing Overview

-Address Setup

Address Description should be what type 
of address it is (i.e. Corporate, Main, 
Topeka Branch, etc.).

All new vendors should have the Effective 
Date of 01/01/1901.

Enter the address in ALL CAPS from the W-9 
form. 

*Type should be .PymntLoc and Prefix 
should be 001 for the first location.



Vendor Processing Overview

-Location Setup

Location will be 001

Description will be how the vendor wants to be paid 
(i.e SYSTEM CHECK or ACH ***1234 (last 4 digits 
of the bank account)).

Again, Effective Date for new 
Locations should be 01/01/1901Locations should be 01/01/1901.

As this vendor was marked as “withholding” on the 
Identifying Information Tab page, you will need to 
set up the 1099 information in the 1099 link.



Vendor Processing Overview

-1099 Setup
•Both Sections 

d t b fill d tneed to be filled out

1. Entity – Should be IRS
2. Type – type of 1099 (i.e. 1099 , 

1099D, 1099 G, 1099I, 1099S)
3. Jurisdiction - Should be FED
4. Default Jurisdiction – This box 

should be checked
5. Default Class – Select the type of 

Class from the Magnifying Glass 
drop down.

1. Entity – Should be IRS
2. Address – This will be the address 

number that is the main address for 
all 1099’s to be sent.

3 TIN T Will b F f F d l3. TIN Type – Will be F for Federal  
Employer ID Number or S for Social 
Security Number. 

4. Taxpayer ID Number:  This is the 
TIN # or Social Security # found on 
the W-9 form.  You should not use 
any dashes or spaces.



Vendor Processing Overview

-Procurement Setup

•If the vendor accepts 
P-Cards

Select the Procurement Link



Vendor Processing Overview

1 Select Procurement Card1. Select Procurement Card 
Information

2. Check the box for Accepts 
Procurement Card as payment 
method

3. Choose Contact Cardholder for 
the Proc Card Dispatch Option 

4 Put in Card Type - Visa4. Put in Card Type - Visa



Vendor Processing Overview

How to add a second address and location to an existing vendor-How to add a second address and location to an existing vendor

• Menu Path
• Vendors>Vendor Information>Add/Update>Vendor>Find an Existing Value



Vendor Processing Overview

-Find an Existing Vendor

• Search by Vendor ID

• Search by Name 1



Vendor Processing Overview

Select the Address Tab from the Summary Tab 
Page



Vendor Processing Overview

1. Address ID: 1 is brought up on the Address Tab

2.    Click on the + box to add Address ID: 2



Vendor Processing Overview

Address ID: 2 added as Description:  Topeka

Effective Date should be 01/01/1901

Add second address in ALL CAPSAdd second address in ALL CAPS

*Type should be .PymntLoc and Prefix should be 002 if 
the second address will have a different location than 
Location 001 (i.e. an ACH ****1234 instead of 
SYSTEM CHECK)SYSTEM CHECK).

Select the Location Tab



Vendor Processing Overview

Location Tab brings up Location 001 SYSTEM CHECKLocation Tab brings up Location 001 – SYSTEM CHECK

To add a Location 002 – ACH ****1234, click the + button



Vendor Processing Overview

Add Location:  002

For the vendor to get payment by direct 
deposit, Description needs to be set up as 
ACH ****1234 (last 4 digits of the bank 
account number).

To add bank information, you will need to 
select the Payables link.



Vendor Processing Overview

-If a vendor wants their 
payment direct deposited, p y p ,
they will need to fill out a 
DA-130.  The form will 
need to be filled out 
completely and if they have 
marked the Account Typemarked the Account Type 
as Checking Account, they 
will need to attach a voided 
check.



Vendor Processing Overview

In the Payables link, you will need to set up 
the Additional  Payables Options.



Vendor Processing Overview

In the Additional Payables Option screen,  
under the Additional Payment Information 
section, you will need to set up the Payment 
Method as Specify and Automated Clearing 
House.



Vendor Processing Overview

To set up the bank information provided 
on the DA-130, select Vendor Bank 
Account Options.



Vendor Processing Overview

Enter Bank Name as it appears on 
the DA-130.

Select  Bank ID Qualifier as 001; 
this is the only option to choose Select the Account 

type from what is 
marked on the DA-130.

From the DA-130, enter the Bank 
ID which is the bank  routing 
number and the Bank Account 
Number as how it appears on the 
voided check.

Select the DFI Qualifier:  01 



Vendor Processing Overview

You will need to set up the 1099 
information for Location 002 Select theinformation for Location 002.  Select the 
1099 link.



Vendor Processing Overview

-1099 Setup
•Both Sections 

d t b fill d tneed to be filled out

1. Entity – Should be IRS
2. Type – type of 1099 (i.e. 1099 , 

1099D, 1099 G, 1099I, 1099S)
3. Jurisdiction - Should be FED
4. Default Jurisdiction – This box 

should be checked
5. Default Class – Select the type of 

Class from the Magnifying Glass 
drop down.

1. Entity – Should be IRS
2. Address – This will be the address 

number that is the main address for 
all 1099’s to be sent,.

3 TIN T Will b F f F d l3. TIN Type – Will be F for Federal  
Employer ID Number or S for Social 
Security Number. 

4. Taxpayer ID Number:  This is the 
TIN # or Social Security # found on 
the W-9 form.  You should not use 
any dashes or spaces.



Vendor Processing Overview

- How to enter a non-withholding vendorHow to enter a non withholding vendor

• Menu Path
• Vendors>Vendor Information>Add/Update>Vendor>Add a New Value   



Vendor Processing Overview

1. Acquire a completed W-9     
form from the vendorform from the vendor.

2. Part 1 should show what 
type of vendor they are and 
have the required tax 
number.

3. Part 2 deals with whether a 
vendor is a 1099 reportable 
vendor or not.  If the box is
checked, you will need to set 
the vendor up as nonthe vendor up as non-
withholding.

4. Part 3 needs to be 
completely filled out.

5. This form can be found at 
http://da.ks.gov/ar/forms/w9
KSf.pdf.



Vendor Processing Overview

-Identifying 
Information Set up

Add Vendor Short Name and Vendor 
Name 1 in ALL CAPS

Status should show unapproved

Choose classification; 
most SOK vendors are 
Suppliers

Withholding box should  
not be checked



Vendor Processing Overview

-Address Setup
Address Description should be what type of 
address it is (i.e. Corporate, Main, Topeka 
Branch, etc.).

All new vendors should have the Effective 
Date of 01/01/1901.

Enter the address in ALL CAPS from the W-9 
form. 

*Type should be .PymntLoc and Prefix 
should be 001 for the first location.



Vendor Processing Overview

-Location Setup

Location will be 001

Description will be how the vendor wants to be 
paid (i.e SYSTEM CHECK or ACH ***1234 (last 4 
digits of the bank account)).

Again, Effective Date for new Locations 
should be 01/01/1901should be 01/01/1901.

Even though this vendor wasn’t marked as 
“withholding” on the Identifying Information Tab 
page you will need to set up the 1099 Reportiongpage, you will need to set up the 1099 Reportiong
information in the 1099 link.



Vendor Processing Overview

-1099 Setup
•Only the 1099 Reporting 
I f ti S ti dInformation Section needs 
set up for non-withholding 
vendors

1. Entity – Should be IRS
2. Address – This will be the address 

number that is the main address for all 
1099’s to be sent.

3. TIN Type – Will be F for Federal  
Employer ID Number or S for Social p y
Security Number. 

4. Taxpayer ID Number:  This is the TIN 
# or Social Security # found on the W-
9 form.  You should not use any 
dashes or spaces.


